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COMPARING THE STUDENTS’ ABILITY BETWEEN THE OFFICE 
ADMINISTRATION AND MARKETING PROGRAMS IN WRITING 
APPLICATION LETTER AT THE ELEVENTH GRADE OF SMKN 2 
PALANGKA RAYA 
ABSTRACT 
The research intent onto compare the students’ ability between the students 
of office administration and marketing programs in English functional writing, 
especially in writing application letter at the eleventh grade of SMKN 2 Palangka 
Raya. 
This research was quantitative research which using ex-post facto design. 
The writer collected the data using the test and the documentation. The test was 
written test of application letter in English subject for the students of the office 
administration and marketing programs at the eleventh grade of SMKN 2 
Palangka Raya. Then, the students’ sheet were corrected by scoring rubric of 
business letter. Finally, the writer analysed the students’ score by using t test, 
which was using both manual calculation and SPSS version 22 program. 
The result of research shown that hypothesis alternative (Ha) was rejected 
and null hypothesis (Ho) was accepted. It meant that there is no significant 
difference ability between the students of office administration and marketing 
programs in writing application letter. The writer found its factors such as: first, 
the students got the same material. Second, although there were different program 
in vocational high school, the teacher used the same syllabus. Third, the students 
got the same time (five hours a week) on learning English process. 
 
Key words: Comparing, Application letter, Writing Ability, Office 
administration and Marketing Programs. 
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MEMBANDINGKAN KEMAMPUAN SISWA ANTARA PROGRAM 
ADMINISTRASI PERKANTORAN DAN PROGRAM PEMASARAN 
DALAM MENULISAN SURAT LAMARAN PADA KELAS SEBELAS 
SMKN 2 PALANGKA RAYA 
ABSTRAK 
Penelitian ini dilakukan bertujuan untuk membandingkan kemampuan 
siswa antara siswa yang berada di program administrasi perkantoran dan siswa di 
program pemasaran dalam menulis bahasa Inggris fungsional, khususnya dalam 
menulis surat lamaran pekerjaan pada kelas sebelas SMKN 2 Palangka Raya.  
Penelitian ini ialah penelitian kuantitatif dengan menggunakan desain 
expost facto. Penulis mengumpulkan data dengan menggunakan tes dan 
dokumentasi. Tes yang di ajukan ialah berupa tes menulis surat lamaran kerja 
pada mata pelajaran bahasa Inggris pada siswa jurusan administrasi perkantoran 
dan jurusan pemasaran kelas sebelas di SMKN 2 Palangka Raya. Lembar tulisan 
para siswa kemudian dikoreksi menggunakan panduan mengoreksi menulis surat. 
Akhirnya nilai para siswa kemudian di analisis dengan menggunakan dengan cara 
uji t, yakni dengan penghitungan manual dan penghitungan menggunakan 
program SPSS versi 22. 
Hasil penelitian menunjukkan bahwa hipotesis alternatif (ha) di tolak dan 
hipotesis null (ho) diterima. Ini berarti bahwa tidak ada perbedaan kemampuan 
antara siswa program administrasi perkantoran dan siswa program pemasaran 
dalam penulisan surat. Peneliti  menemukan penyebab tersebut bahwa: pertama, 
persamaan materi yang di dapat oleh para siswa. Kedua, meskipun sekolah 
memiliki jurusan yang berbeda, silabus dalam pembelajaran bahasa Inggris ialah 
sama. Ketiga, setiap siswa mendapatkan kesempatan waktu yang sama dalam 
proses pembelajaran bahasa Inggris.  
 
Kata kunci: Perbandingan, Surat lamaran, Kemampuan Menulis, Program 
Administrasi Perkantoran dan Program Pemarasan. 
 
 
 
 
 
 
 
 
 
 
 
xiii 
 
LIST OF CONTENT 
 Page 
COVER PAGE .................................................................................................... i 
APPROVAL OF THESIS .................................................................................... ii 
OFFICIAL NOTE ............................................................................................... iii 
LEGALIZATION OF THESIS ........................................................................... v 
DECLARATION OF AUNTHENTICATION .................................................... vi 
ACKNOWLEDGEMENT .................................................................................. vii 
DEDICATION .................................................................................................... ix 
MOTTO ............................................................................................................... x 
ABSTRACT ........................................................................................................ xi  
LIST OF CONTENT ...........................................................................................xiii 
LIST OF TABLE .................................................................................................xvi 
CHAPTER I : INTRODUCTION 
A. Background of the Study ...................................................... 1 
B. Problem of the Study ............................................................ 5 
C. Objective of the Study .......................................................... 5 
D. Scope and Limitation of the Study ....................................... 5 
E. Hypothesis of the Study ....................................................... 6 
F. Significance of the Study ..................................................... 6 
G. The Operational Definition of Key Terms ............................ 6 
H. Framework of Discussion ..................................................... 8 
CHAPTER II : REVIEW OF RELATED LITERATURE 
A. Previous Studies ................................................................... 10 
B. Writing .................................................................................. 12 
1. The Nature of Writing ...................................................... 12 
2. Micro-skills of Writing .................................................... 13 
3. The Process of Writing .................................................... 14 
4. Writing Assessment ......................................................... 15 
C. Business Letter ..................................................................... 16 
1. Types of Business Letter .................................................. 16 
2. Styles of Business Letter ................................................. 17 
3. Format of Business Letter ................................................ 19 
4. Model of Business Letter ................................................. 22 
D. Teaching English at Vocational High School ....................... 24 
CHAPTER III : RESEARCH METHOD 
A. Research Type ...................................................................... 26 
B. Research Design ................................................................... 26  
C. Variable of Study .................................................................. 27  
D. Population and Sample ......................................................... 28  
E. Research Instrument ............................................................. 29 
xiv 
 
F. Validity ................................................................................. 33 
G. Reliability ............................................................................. 34 
H. Data Collection Procedure .................................................... 35 
I. Data Analysis Procedure ...................................................... 37  
CHAPTER IV : RESULT OF STUDY 
A. Research Finding .................................................................. 42 
B. Discussion ............................................................................ 60 
CHAPTER V : CLOSURE 
A. Conclusion ............................................................................ 63 
B. Suggestion ............................................................................ 64 
REFERENCES 
APPENDICES 
CURICULUM VITAE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
xv 
 
LIST OF FIGURE 
 Page 
Figure 2. The ELT Tree ....................................................................................... 25 
Figure 3. Data Collection Procedure ................................................................... 36 
Figure 4.1. Frequency of Distribution of Students’ Score .................................. 45 
Figure 4.2. Frequency of Distribution of Students’ Score .................................. 51 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
xvi 
 
LIST OF TABLE 
 Page 
Table 3.1. Ex-post Facto Design ......................................................................... 27 
Table 3.2. Number of Students ............................................................................ 28 
Table 3.3. Number of Sample ............................................................................. 29 
Table 4.1.1. Score of test of the students in office administration program........ 42 
Table 4.1.2. Frequency of distribution ................................................................ 44 
Table 4.1.3. The calculation of mean, median, and modus ................................. 45 
Table 4.1.4. The calculation of standard deviation ............................................. 47 
Table 4.2.1. Score of test of the students in marketing program ......................... 48 
Table 4.2.2. Frequency of distribution ................................................................ 50 
Table 4.2.3. The calculation of mean, median, and modus ................................. 51 
Table 4.2.4. The calculation of standard deviation ............................................. 53 
Table 4.3. The data of test score of the students in office administration and 
marketing programs ............................................................................ 54 
Table 4.4.1. Normality test of students of office administration and marketing 
programs ............................................................................................. 55 
Table 4.4.2. Homogeneity test of students of office administration and marketing 
programs ............................................................................................. 56 
Table 4.5.1. Mean, standard deviation, and standard error 
using SPSS 22 program ...................................................................... 59 
Table 4.5.2. Independent sample test using SPSS 22 program ........................... 59 
 
 
